
Attention: Scheduling Section. 

4. DaterofSeries 
Earliest Latest 

I To date 

~ 

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE 

Application Dare DeDartment of Education 

5. Records Series Title Ifollowed by title used in office; if different) 

REGIONAL DIRECTORS' SCHOOL SYSTEM FILES 

Regional Education S 
Atlanta, GA 30334 

(AUS 7 1981 

I Office of Administrative Services 
ervices Division 

Telephone Number 2. Person to C o n m  Working Title 

7. Record Series Description This file contains the following documents Ihclude form numbersand titles, Zany): 
Attach samples of the file. 

Documentsrelatingto: assisting local school systems by providing them with various state 
educational services and resources; conducting attendance audits; and monitoring 
State Board policies, state laws, and application of state school standards. 

Indudedare: copies of correspondence between local schpol systems and Regional Directors, 
local school systems and the division, and other DOE divisions and offices; financial data, 
school calendars-, allotment sheets, transportation data and related reports pertaining 
to local school systems. 

Fileisarranged: chronologically by calendar year; thereunder alphabetically by school system; 
, .  

. .  thereunder alphabetically by subject. , .  

How often are records referred to which are: .~ . ., 
8. Monthly Reference Rate 

! h e  to six months old 

Genhl-five months and older , ?  

9. Annual Rate of Ammulation of Records 

Letterfrize drawers ; Legal-:ize drawers ~ * ;Shelves ;Other (specify1 

1 Seven to twelve months old 
~- ; Thirteen to twenty-four months old 



d. Audit period 
e. Administrative need 
f. Federal retention instructions 

Statute of limitation 

ach copy or exert of laws or regulations. Explain admin&rative need. 

I . ~ .  ~~. 

.~ ~~~ ~ ~. .~ .~~ 

~ ~. 
. .  I 

- 12. Appraved Disporitail Initructions ~ This agency recommends that tt ie file series b e h t  off a t  the end of each: 
~ ~ 

~' 

.~ then; - ~ -~ Calendar Year;:O Fixal Year; 0 Other . : C : 1 ~ -. ~ " 

~ 

~~ ~ .. 

0 Holdin the current files area ' - ;month(s) ~~- '~ year(s); then - '  .~ ~ 

0 Trans7er to lkl holding area; hold . i~ . ~ year(s): then .~ 
0 Transfer to State Records Center; hold " -. .' year(s);rhen ~. 

0 Bestroy. ' .~ 1 .~ ~ ~, . ~ . . .~~ 

0 Transfer to State Archives for permanent retention. : ~~ 

10 Other (Specify) 

-~ 
- .  

Attendance Audits, Correspondence and Pupil/Teacher Ratios 
Hold in current files area three (3) years; then destroy. 

~ - ~ .  Faciiities Plans (Capital Outlay) Files ~. 

, .  Hold~in current files area five. (5) years; then destroy. 
, ,  ~. - ~. 

I - . - - ~~~ . . 
All other Regional Directo,rs' School System Fi€es . 
Jbld in-current files area one (1) year; then'destroy: . .  

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para- 
qaph 12 are approved. 
(If disappro&, attwh letter 


